WESTFORD PUBLIC LIBRARY

Library Director Job Description

Reviewed and Updated: June 2026

Position Title

Library Director

Position Summary

The Library Director serves as the chief administrator of the Westford Public Library and is
responsible for the overall management, operation, and development of library services,
collections, programs, staff, facilities, and community partnerships.

Working collaboratively with the elected Board of Trustees, the Library Director ensures that the
library provides equitable, welcoming, and responsive services that meet the informational,
educational, recreational, and cultural needs of the Westford community.

This position requires a high degree of independent judgment, initiative, problem-solving, and
leadership.

Work hours include public service hours, administrative responsibilities, programming, meetings,
and occasional evening or weekend commitments.

Minimum Qualifications

Required:

e Bachelor's degree or an equivalent combination of education and relevant professional
experience
Excellent written, verbal, and interpersonal communication skills
Strong organizational, project management, and problem-solving abilities
Proficiency with current technologies, digital resources, social media platforms, and
standard office software

e Ability to work independently while managing multiple priorities

Preferred:



e Master's degree in Library and Information Science or a related field
e Previous public library experience
e Supervisory or leadership experience

Certification:

e Vermont Department of Libraries Certificate of Public Librarianship, or eligibility to obtain
certification within six months of employment (or as workshops become available), with
completion required within three years of hire

Essential Duties and Responsibilities

Administration and Operations

e Manage the day-to-day operations of the library in accordance with library policies, state
standards, and applicable laws

Develop and implement procedures that support efficient library operations

Maintain accurate patron records and circulation practices

Coordinate interlibrary loan services

Develop reports, communications, and library updates for the community and Board of
Trustees

Support implementation of the library's strategic and long-range plans

Maintain accurate records and operational documentation

Collection Development and Management

e Develop, maintain, and evaluate library collections in multiple formats to meet
community needs

e Select, acquire, process, organize, and deselect materials according to established
policies
Manage digital resources and online collections
Coordinate resource sharing through statewide library systems and partnerships
Conduct regular collection assessments and inventories

Community Engagement and Communications

e Promote library services, collections, programs, and initiatives through multiple
communication channels

e Maintain the library website, social media accounts, and other community
communication platforms

e Foster relationships with local organizations, schools, businesses, and community
partners



e Advocate for library services throughout the community

Programming and Public Services

Develop, implement, and evaluate programs and services for patrons of all ages
Coordinate annual initiatives, including the Summer Reading Program

Provide reference and reader's advisory services

Assist patrons in accessing physical, digital, and technological resources
Ensure the library remains a welcoming, inclusive, and safe environment

Financial Management

Assist the Board of Trustees in preparing and monitoring the annual budget
Manage expenditures within approved budget parameters

Process invoices and maintain accurate financial records

Identify and pursue grant and fundraising opportunities

Support fundraising efforts and stewardship of donations

Human Resources and Volunteer Management

e Recruit, train, supervise, and evaluate library staff, substitutes, and volunteers
e Develop and maintain position descriptions and operational procedures

e Delegate responsibilities appropriately
e Support a positive, collaborative, and safe workplace culture

Facilities Management

Coordinate with custodial staff and contractors regarding building maintenance
Oversee the scheduling and use of library spaces

Identify and address routine facility maintenance needs

Collaborate with the Board of Trustees to ensure responsible stewardship of library
facilities and assets

Professional Development

Participate in professional development activities that support library excellence
Maintain required state certification

Collaborate with regional librarians, schools, and professional organizations
Remain informed about emerging trends, technologies, and best practices in public
librarianship

Board Relations

e Maintain regular communication with the Board of Trustees



e Prepare reports and provide updates regarding library operations, opportunities, and
challenges
Assist with agenda preparation for monthly meetings
Attend monthly and special meetings as requested
Support policy development and strategic planning efforts

Physical Requirements

The position requires:

Frequent sitting, standing, walking, bending, reaching, and repetitive motion
Shelving and handling library materials

Lifting and carrying up to 30 pounds

Climbing stairs and step stools or ladders as necessary

Use of computers and standard office equipment

Reasonable accommodations may be made to enable qualified individuals with disabilities to
perform the essential functions of the position.

Disclaimers

This job description is intended to describe the general nature and level of work performed by
the person assigned to this position. It is not intended to be an exhaustive list of all duties,
responsibilities, or qualifications. Additional duties may be assigned as needed.

This job description does not constitute an employment contract or guarantee of employment for
any specific duration.

Employment is contingent upon successful completion of a criminal background check.

Equal Employment Opportunity

The Town of Westford is an Equal Opportunity Employer and is committed to fostering an
inclusive and welcoming workplace.




Employee Acknowledgement

| have received and reviewed this job description and understand the essential functions,
requirements, and responsibilities of this position.

Employee Printed Name:

Employee Signature:

Date:
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